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	Job application

External candidates



	


Staff-in-confidence

The British Council is committed to a policy of equal opportunity.

The British Council will use the information you provide in this form to process your application.

If your application is successful and you take up employment with the British Council, this form will be kept on your personnel file and some details from it will be held by Human Resources on the Personnel Information System.

If your application is unsuccessful, this form will be kept on file for one year after completion of the recruitment exercise.

Job(s) applied for

	Job title 
	Job reference number
	Job type

(please tick  as appropriate)
	Application reference number (for British Council use only)

	Examinations Administation Manager
	EAM1
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Full-time

Part-time
	
	

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Full-time

Part-time
	
	


Personal information

	Family name 
	
	Initials
	

	Date of birth
	

	Present address
	

	Telephone 
(home)
	
	Telephone (work)
	
	Can we contact you at work?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Mobile
	
	Fax number
	
	E-mail
	


Additional information

	When are you available to take up the job?
	

	What length of notice must you give?
	

	Please give details of your current or most recent remuneration package including salary, pension and bonuses.  
	


Education/qualifications

Please give details of educational and professional qualifications in chronological order.

	Qualifications and grades
	Dates

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Please give details of any current or planned studies.

	Course of study and expected qualification

	Dates

	
	

	
	

	
	

	
	

	
	

	
	

	
	


References

The British Council requires three references:

1  Your current/most recent employer (or if no employer, your school/university).

	May we request a reference?
	 FORMCHECKBOX 

	At any time
	 FORMCHECKBOX 

	After offer of employment

	Name
	     

	Job title/position
	     

	Telephone
	     
	Fax
	     

	Address
	     

	Please indicate if this is a work reference or an academic reference
	 FORMCHECKBOX 

	Work reference
	 FORMCHECKBOX 

	Academic reference


2   Previous employer (or if no employer, your school/university).

	May we request a reference?
	 FORMCHECKBOX 

	At any time
	 FORMCHECKBOX 

	After offer of employment

	Name
	     

	Job title/position
	     

	Telephone
	     
	Fax
	     

	Address
	     

	Please indicate if this is a work reference or an academic reference
	 FORMCHECKBOX 

	Work reference
	 FORMCHECKBOX 

	Academic reference


3   Previous employer (or if not aplicable, a personal referee who knows you well and who is not a relative).

	May we request a reference?
	 FORMCHECKBOX 

	At any time
	 FORMCHECKBOX 

	After offer of employment

	Name
	     

	Job title/position
	     

	Telephone
	     
	Fax
	     

	Address
	     

	Please indicate if this is a work reference or a personal reference
	 FORMCHECKBOX 

	Work reference
	 FORMCHECKBOX 

	Personal reference


	Have you ever been convicted of a criminal offence?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No


If ‘yes’, please give details of the offence and the sentence imposed.  Please be aware that declaring a conviction will not automatically disqualify you from being employed by the British Council.


Declaration

I declare that the information I have provided in this application form is, to the best of my knowledge and belief, correct and complete.

Warning:  if you include any details that you know to be false or if you withhold relevant information, you may render yourself liable to disqualification from the recruitment exercise or, if appointed, to dismissal.

	Your signature
	
	Date
	


Disability

Section One of the Disability Discrimination Act 1995 defines a person as having a disability if he or she has a physical or mental impairment, which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. It is British Council policy to interview all applicants who are disabled and who meet the essential criteria for an advertised job.

	Do you have a disabilty? 
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes

No

	Whether or not you are disabled, do you need any help or special consideration to enable you to attend/participate fully in the interview and complete associated tests?

(If your answer is ‘yes’ we will get in touch with you later to ascertain how best to assist you.)
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes

No


Evidence in support of your application

Your answer for each competency must not exceed 200 words and should cover:

· the circumstances (nature of the problem or objective) and impact (this should not be more than a brief sentence or two)

· behavioural evidence, i.e. what you actually did.

Please do not attach a CV (or any other document) unless it has been requested as part of the recruitment process; they will not be used to make selection decisions.  This is to ensure that all candidates are treated consistently.

	Competency
	Examples

	Achievement 
Level 3: drives for improvement despite frequent obstacles

Is determined despite frequent obstacles.  Tackles difficult problems and takes personal responsibility for reaching solutions.  Seeks ways to improve overall performance levels to give higher levels of satisfaction to target groups.
	     

	Customer Service Orientation
Level 3: addresses underlying needs

Takes time to question and understand the real, underlying needs of customers, beyond those initially expressed.  Establishes systems to collect customer feedback. Focuses resource without bias on priority areas and /or key customer groups.
	

	Leading and Developing Others

Level 2: demands high standards                            

Demands high performance or results from others by setting example. Monitors performance against clear standards or deadlines, providing appropriate feedback when required. Helps individuals to start again when setbacks occur.
	     


	Flexibility

Level 2: applies procedures flexibly

Applies rules or procedures flexibly, depending on the individual situation, to accomplish tasks or activities more effectively. Responds effectively to changing circumstances. Remains focused when faced with competing demands. Makes reasonable adjustments to ensure maximum effectiveness and motivation of self or others.
	     

	Professional Confidence

Level 2: acts independently

Provides an opinion from his/her own area of expertise. Makes decisions without deferring unnecessarily to others, and is decisive when the situation demands it. Has the confidence to admit when they do not know a fact or cannot commit to an immediate view without more research.
	     

	Relationshil Building for Influence

Level 2: builds rapport and takes several steps to persuade

Demonstrates awareness of the strategic importance of effective relationship management in increasing influence/reputaton, imporving business delivery and in managing risk. Uses a planned approach and knowledge sharing tools to build positive, reciprocal relationships. Takes a number of steps to persuade. Tailors an approach to appeal to the needs of a particular audience. Recognises the impact of the cultural dimension in managing relationships.
	

	Communications skills 

Excellent communication skills in written and spoken Chinese and English (English to BULATS Level 5 or IELTS 7.0)
	

	Background or experience in English language teaching, testing or administration
	


Continue on a separate sheet if necessary.

Employment

Please give details of your employment for the last ten years, or since leaving full-time education if this is sooner, starting with the most recent employment.  Account for all your time, including voluntary work or other periods away from work.  Please be aware that it will not prejudice your application if you disclose a period of ill health or a period out of formal employment  (e.g. time spent at home bringing up children).

	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


	Dates (month/year)
	
	Location/country
	     

	Employer
	     

	Position held
	     


Continue on a separate sheet if necessary.

Declaration

I declare that the information I have provided in this application form is, to the best of my knowledge and belief, correct and complete.

Warning:  if you include any details that you know to be false or if you withhold relevant information, you may render yourself liable to disqualification from the recruitment exercise or, if appointed, to dismissal.

	Your signature
	
	Date
	


The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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